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step

 repesents one of the actions needed to be 

taken in order to accomplish a meaningful outcome 

                  (accomplishing the task). 

Steps

 also require 

                  a performance, condition and standard and 

                  become 

Enabling Objectives 

(EO's) for 

                  course design. Steps are often a process

                  and can be flow-charted.

A 

task 

is a series 

of steps leading to 

a meaningful outcome. Every job is made 

up of a collection of tasks. A task will also 

have a beginning, middle and end.

Tasks

 require a performance, condition 

and standard and become the 

Terminal 

Performance Objectives 

(TPO's) for course

design. 

Skills

 

and 

Knowledge

 are those things required to accomplish a step. 

Course participants bring some skills (do) and knowledge (know) with 

them to the course. Skills relationships are often shown in skill a hierarchy. 

Every skill and knowledge required to accomplish a step and ultimately the 

task should be listed. (A target population analsys will help determine which

skills and knowledge end up in the course.)

A

 

job

 

is a generic title given to Coast Guard personnel

which consists of a cluster of related work responsibilities. 

A 

duty

 

is an ongoing responsibility

within a job. Duties often begin with

words like "maintain" or "manage".
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Job

 - Yeoman

Duties of a Yeoman



(Not all duties are included.)

- Maintain the Military Personnel Data Record

- Manage travel records.

Tasks of a Yeoman



(Not all tasks are included.)

- Calculate creditable service.

- Prepare Administrative Remarks (CG-3307)

- Prepare a CG Memorandum.

Steps for the task - Prepare a CG Memorandum.



(Not all of the steps are listed.)

- Gather project information.

- Gather / locate resources.

- Start CGT memorandum macro.

- Enter heading.

- Enter SSIC.

Skills and knowledge needed to complete 

the step "Gather / locate resources".

(Not all skills and knowledge are listed.)

- Operate Internet Explorer.

- Operate Pubs and Directives.

- Use of correspondence.

- SSIC and SDL manual

- Use of MS Word.
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